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Q&D - Office of Air, Waste & Toxics - Air Planning Unit - Records Disposition 

Schedules 

quality 

the National 

benzene, 

emissions and state 

02/29/2012

data from over 80 

site.

1/31/2009

determine compliance with pollution regulations and 
to recommend legal enforcement actions if necessary. 
Includes compliance schedules, inspections, reports, 
correspondence, inventories, sampling and analytical 
data, field notebooks, and related documents. Also 
includes notices of noncompliance, and compliance 

12/31/2007

Close inactive records at end of year.

Destroy 5 years after file closure.

- Input 

File with, and follow instructions for, 
the related records.

Close inactive records at end of year.

Destroy 5 years after file closure.
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final 

Representative (COR)
Formerly called Project Officer (PO)

10/31/2008

referred to Office of Regional Counsel or other 
offices with enforcement authority, for action against 
a pollution source or discharger. Includes 
correspondence, meeting documentation, 
inspections, field notebooks, evaluations, 
documentation of administrative actions including 
notices of violation, notices of deficiency, information 
requests, warning letters, administrative compliance 
orders, documentation of civil and criminal actions, 
corrective action orders, attorney work products, 
case summaries, pleadings, state and local 
enforcement records, settlement documents 
including consent decrees, discovery requests, and 
notices of intent to sue.

-

Electronic copy of records transferred to the 
National Archives
Includes cases as designated by the Regional 
Administrator's designee.

12/31/2012

after 

Close inactive records upon filing of 
final invoice or completion or 
termination of the task order or work 
assignment.

Destroy 6 years and 3 months after 
final payment for the overall contract.

case.

closure.

case.

completed.

case.

Close file upon transfer to the 
National Archives.

Delete after electronic record copy is 
successfully transferred to the 
National Archives.
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2/28/2011

types of agreements with other federal, state, or 
local government agencies, universities, non-profit 
organizations, Tribes, and other institutions to 
which EPA is a party, and that support EPA's 
environmental programs (other than Superfund 
site-specific, and waste water construction and 
state revolving fund grants). Specific types of 
agreements include assistance agreements, grants, 
cooperative agreements, interagency agreements, 
agreements for "guest" workers, and other types of 
program support agreements administered by 
headquarters or EPA regions and that provide for 
research, demonstration projects, training, 
fellowships, investigation, surveys, studies, or 
other types of program support activities.

Also includes supporting documentation. Specific 
types of records include, but are not limited to, 
documentation of significant actions and decisions 
relating to and supporting the award of 
agreements, documentation of actions and 
decisions relating to the competition of 
agreements, announcements and solicitations of 
funding opportunities, justifications, requests and 
justifications for the non-competitive award of 
agreements, cost estimates, scopes of work, 
correspondence, applications, pre-award reviews, 
funding decisions, award documentation, 
documentation relating to the evaluation of 
proposals and applications, conflict of interest 
documentation, transmittal correspondence, 
agreements, agreement oversight activities, non-
compliance documentation, dispute documentation, 
audit records, closeout documentation for 
completed agreements; and reports and 
evaluations resulting from agreements.

Excludes: Final products and deliverables (EPA 

7/31/2010

upon 

Close inactive records upon 
completion of project.

Destroy 7 years after file closure.

Close inactive records immediately 
after closeout of the agreement. 

Destroy 10 years after file closure.
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232). 

the states, or other entities 
NRC 

09/30/2008

state and 

providing 

radiation 

for review. The EPA 

FEMA.

09/30/2008

Close inactive records at end of 
year.

Destroy 10 years after file closure.

Close inactive records at end of 
year.

Destroy 5 years after file closure.
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8/31/2010

01/31/2011

N1-412-07-59/3

12/31/2012

est oy 0 yea s a te e c osu e

upon 

approval of 

record copy 

Close inactive records upon 
decision to not publish the 
regulation, standard, or guideline.

Destroy 10 years after file closure. 
If record is microform, destroy 
paper after quality assurance is 
completed.

Close file upon transfer to the 
National Archives.

Delete after electronic record copy 
is successfully transferred to the 
National Archives.
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entities. 03/30/2007

withdrawn, not 
02/14/2007

-
materials that do not 

definition.
Records: Technical 

02/12/2007

Close inactive records at end of 
year.

Destroy 10 years after file 
closure.

Close inactive records after 
rejection or withdrawal.

Destroy 3 years after file closure.

Close when obsolete, superseded 
or no longer needed for 
reference.

Destroy immediately after file 
closure.
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